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SOW S5CS* Correspondence with CIA and ISIS Washington 

Off let 


1. Ill official correspondence frm field bureaus 
to the Washington offlc® will normally he addressed to the Chief, fits, 
with one carbon copy for routing to other of fields. 

2. letters to the MU Washington office asgr he 
narked for theattentlon of another official on tbo ISIS staff if they 
clearly fall within the Jurisdiction of that official or concern natters 
previously referred to hiss* hut it ie net necessary that they he so 
narked. 

3. letters any he addressed to officials of other CIA 
offices in acknowledgement of or reply to correspondence directed frea 
then to chiefs of field bureaus; hut such acknowledgements and replies 
will he routed through the Chief, MIS. The initial correspondence 

on any subject, such as personnel information, authorisation for 
expenditures, etc., will he addressed to the Chief, P»IB. 

4. Teletype messages may he addressed to the attention 
ef the fill official within whose jurisdiction they fall to avoid time 
lag in referral ; hut if there ie any doubt as to the appropriate recipient, 
they should be addressed to the Chief, illl. Phrases such as “Please 
inform Personnel * and “Please request Pittance" are unnecessary and 
undesirable. 
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Pery truly yours. 


Chief, MIS 
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